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LEAVE B!.,ARK 

REQUEST FOR AUTHORITY DATE	 -RE!1~IVED JOB NO 

TO DISPOSE OF RECORDS 
(See '''''''!ruct,~:'IS on Re"~e) 1 6 JUN 1977 

TO	 G~t~~~AL 'SERVICES ADMINISTRATION Net 90 .,.1) 2 
NATIONAL ARCHIVESAND RECORDSSERVICE,WASHINGTON,DC 20408 NOTIFICATION TO AGENCY 

1 FROM (AGENCY OR ESTABLlSHMENn 
In accordance wIth the provIsIons of 44 USC 3303a the dIsDEFAR]MENT OF HEALTH., EDUCATION AND WELFARE posal request, including amendments, IS approved except for 
Items that may be stamped "dIsposal not approved" or "wIth 
drawn" In column 10 

2. MAJOR SUBDIVISION 

PUB~1e HEALTH SERVICE 
3 MINOR SUBDIVISION	 I 

NA'UONAL INSTITUTES, OF HEALTH 
4 NAME OF PERSON WITH WHOM TO CONFER 15. TEL EXT 

BETTY BARNETT	 496-4606 {j-/~-77 (kt '.A·~..L.AI1D- s, J 

6. CERTIFICATE OF AGENCY REPRESENTATIVE	 (Date) ~Archlvlst of the UnIted States 

I he.:~,! certIfy that I am authorized to act for thrs agency In matters pertaining to the dIsposal of the agency's records, that the records proposed for dIsposal In thIS Request of 
~ page(s) are not now needed for the busrness of thIS agency or WIll not be needed afte, the retentIon penods speCIfIed 

DEPARTMENT RECORDS MANAGEMENT OFFICER 
(TItle) 

97 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM	 NO (WIth lnclusrve Oates or RetentIon Periods) ACTION TAKENJOB	 NO 

Records Control- Schedule	 Appendix B-36l 

This schedule establishes retention and disposal standard
 
for program fires and certain administrative (housekeepin )
 
files of the'National Institute!; of Health. The General
 
Records IScgedules of the General Services Administration,

Appendix A of the DHEW Records Management Manual, will be
 
followed except for'items included herein. The disposal

standards published herein have been approved by the NIH
 
Director's office, the Public Health Service, Department
 
of Health, Education and Welfa~e and the Archivist of the
 
United States. Appendix B-370, 8/28/57, and revisions
 
thereto are hereby rescinded.
 

The National Institutes of Health conducts biomedical
 
research; provides grants to non-profit organizations
 
and institutions for research and for medical education,

including improvement or construction of library facili-
ties, buildings, equipment and other resources; provides

grants for the training of research investigators and
 
supports biomedical communications through programs and
 
activities of the National Library of Medicine.
 

~~~~~y/'/~ 

~~~~~~ 
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STANDARD FORM 115 
ReVIsed January 1973 
Prescnbed by General services 

AdmInIstratIon 
FPMR (41 CFR) 101-11 4 



----------

Standard FOrPl No. 115a 
l'ro71ulgated 9-1-49 by 
General Scrvlo-Jl AdministratlOr. lob No Page --:-_2__ 
Tbe National Arcblves 

of -¥ 3	 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

98 DESCRIPTION OF ITEM7	 10SAMPLE OR
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

1	 Po11cy f11es created 1n the Off1ce of the D1rector to 
estab11sh NIH po11cy and 1n the BID's to estab1sh 1nternal 
program po11c1es. Included are statements of po11cy w1th 
recommendat1ons, staff stud1es, presentat1ons, evaluat10ns, 
reports and conclus10ns, and correspondence Th1s 1tem 
excludes po11c1es wh1ch are pub11shed 1n the NIH Manual 
or the NIH GU1de for Grants and Contracts. 

Off1c1al f11e - Permanent Transfer to Federal Records 
Center when superseded, obsolete or no longer needed~~< ,/ c) 
Offer to Nat10nal Arch1ves 10 years after transfer to FRC 

Other	 cop1es - Destroy no later than 1 year after related 
po11cy 1S obsolete or d1scont1nued 

2.	 Program f1les for plann1ng, reV1ew, and analys1s at BID 
D1rector level of spec1f1c programs wh1ch support NIH's 
b10med1cal research, educat10n and commun1cat1ons m1SS1ors 
These f1les are exclus1ve of the records of the Off1ce 0 
of Program Plann1ng and Evaluat10n 

a Program plann1ng f11es wh1ch 1nclude statements and 
def1n1tions of program obJect1ves, parameters, and 
proJect10ns for future act1v1t1es 

D1spos1t10n: 

Off1c1al f1le - Permanent. Transfer to Federal 
Records Center when 7 years old. Offer to Nat10nal 
Arch1ves when 22 years old. 

Ot~~~~op1es - Destroy when no longer needed for refer-
encer	 and no later than when 5 years old 

b. Program reV1ew f1les, wh1ch 1nclude progress reports,
stati~t1c~comp1Iat10ns, and analyses of programs with 
comments and recommendat10ns 

I 
Ofhc1al hIe - Permanent. Transfer to Federal Records I 
Center when 7 years old. Offer to Nat10nal Arch1ves whe1 
22 years old 

Y1.; < - ~_'-c·t.-c...:!--€£ 

/7c ....·~.:~~ 

F01U copies, blclucIUIg origiuaJ, to be ....m.uH .... 10 the NotiollaJ Azckivea	 16-69t28-1 GPO 



3 Standard For:m. No. Hoa 
ProMulgated 9-1--49 hy 
OeI1cral servtces A dmmlstratlou Job No Page --:-__ 
The NatlOual Archives 

of +3	 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

97	 8 DESCRIPTION OF ITEM 10
SAMPLE OR 

JOB NO
ITEM NO	 (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

Other cop~es - Destroy when no longer needed for reterenceo----------I------------
and no later than when 5 years old 

NOTE.	 Items a and b. may be ma~nta~ned and d~sposed of lS
 
a si.ngLe rt em and i.den t i f i ed as "program" f i le s or
 
each ~tem may be ma~nta~ned and d~sposed of
 
separately.
 

3	 Organ~zat~on and Funct~ons f~les cons~st~ng of funct~onal
 
stateme~ts and organ~zat~onal and staff~ng charts of NIH
 
and the BID's Included are off~cial statements publ~shEd
 
~n the Federal Reg~ster w~th support~ng correspondence aId
 
other records ;hich do;ument success~ve changes at brancr ,
 
sect~on and lower-level organ~zat~ons and reasons there-
fore These documents state the m~ss~on of the agency aId
 
subord~nate organ~zat~ons; establ~sh, reorgan~ze, centra
 
l~ze or decentral~ze, and d~scont~nue programs and organ -
zat~onal structures; or show organ~zat~onal charts and
 
codes; and ~nclude records created ~n the development of
 
and ~nfluenc~ng dec~s~ons on these matters.
 

D~spos~tion: 

Off~c~al~~ ma~nta~ned ~n the D~v~s~on of Management

Pol~cy or the BID - Permanent Transfer a complete set
 
of superseded statements to Federal Records Center at
 
lO-year ~ntervals Offer to Nat~onal Arch~ves 10 years

after transfer to FRC
 

All other cop~es and correspondence or papers wh~ch are
 
not related to the dec~s~on process for determ~n~ng orga ~-
zat~onal structures and funct~ons - Destroy when no long r
 
needed for reference
 

4	 Organ~zat~on charts subm~tted for the Secretary's undoi
I

System of])epartment-Agency Organ~zat~on Charts 

D~spos~t~on: 
I
 

Destroy 2 years after calendar year ~n wh~ch subm~tted i
 

FolII' copi •• , iacluclulg origbaol, to be orabmiHed to the Nabollol .!hcbJ,,"	 16-li94.28-1 GPO 



standard For:Dl No. 11511. 
:ProMulgated IH-I9 by
General service, J\ dmlmstranon ob No Page 4Tbe National Archives 

of --rr pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuanon Sheet 

97	 8 DESCRIPTION OF ITEM 10 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) ISAMPLE OR 

JOB NO ACTION TAKEN 

5	 Regulat~ons f~les created for the purpose of publ~sh~ng

NIH rules ~n the Federal Reg~ster Included are Not~ces
 
of Proposed Rule-Mak~ng and f~nal Regulat~ons, together

w~th preclearance documents, concurrence memoranda, publ c
 
comments on proposed rule-mak~ng, and other correspond-
ence. stud~es, reports or background mater~al ~nvolved
 
~n the development of the Regulat~on
 

D~spos~t~on: 

Off~c~al f~le - Transfer to Federal Records Center 5 yeals

after--be~ng -Superseded or revoked or the subject act~v~t\
 
~s d~scont~nued Destroy 5 years after transfer to FRC.
 

Ot~er cop~~ - Destroy no later than 1 year after be~ng

superseded or revoked or the subject act~v~ty ~s d~s-
cont~nued.
 

a Summary statements, press releases, synopses of Fede al
-------"---------------<--'-- ----- ------- -- -------Reg~ster documents, Not~ces of Department Publ~cat~ons ~
 

the Federal Reg~ster, and other requ~red documents wh~ch
 
are~essent~al-to development of the regulat~on
 

All cop~es - Destroy when pert~nent Regulat~ons f~les
 
are transferred to the Federal Records Center. Earl~er
 
d~sposal ~s author~zed ~f no longer needed for adm~n~s-
trat~ve reference.
 

6	 General Not~ces 

a Program announcements, statements of NIH pol~c~es or
 
~nterpietat10~~, not~ces of proposed p():[lc~es,and other
 
general not~ces not spec~f~ed below publ~shed ~n the
 
Federal Reg~ster. Included are the background mater~al
 
and correspondence, press release, and memorandum show~n
 
PHS concurrence.
 

Off~c~al f~le - F~le w~th appropr~ate program f~le. 

I 
Other	 cop~es - Destroy no later than 2 years after progrtm 
~s d~scont~nued or pol~cy ~s superseded or d~scont~nued 

I 
rolU copi •• , blclud.t.ag origiDal, to be nJomiHed to the Nabollal Alrc:bivea 16-694.28-1 GPO 

http:blclud.t.ag


standard Form. No. 115a 
Promulgated !>-1--49 by
Geucral Services AdmiaistratlO'" 'ob No Page 5The National Archives 

of -1-.3 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 8 DESCRIPTION OF ITEM 9 
10SAMPLE OR 

JOB NO 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

b. Statements of avallablllty of grants and/or contract~ 
publlshed In the Federal Reglster. Included are the bac1-
ground correspondence and-mater~als and the memorandum 
showlng PHS concurrence 

D1Sposltlon: 

Offlclal flle - Flle wlth approprlate program flles. 

Other coples - Destroy when no longer needed for admlnis 
tratlve reference 

c. Notlces of Meetlng~ 

(1) Notlces of meetlngs of publlC advl~ory groups an 
of charterlng or renewal of publlC advlsory commltte s 

D1Sposltlon: 

Flle wlth approprlate commlttee case flle. 

(2) Notlces of meetlng for semlnars, workshops, con-
ferences, and other dlScussl0n groups 

Flle wlth approprlate program flle 

d. Statements of organlzatl0n, functlons and delegatl0ns
of authorlty publlshed In the Federal Reglster Include~ 
are-transmlttal me~oS:--clearance do(;illlentatlOn,backgr ouhd 
correspondence, and the publlshed statements 

D1Sposltl0n: 

Flle wlth Organlzatlon, Functlons and Delegatl0ns of 
Authorlty flles. 

~: ,{ . ",L ,c;-d::' ~-';~~~:':'d~-~ ,:€-L~-':"" ,./oJ-t:-t!7-:J//..;!-s''':,c. --" ,(~"'-
7 ./ / ..- L<d- - - -- /' _ _ _ _ 7,> "., 

,-?/Z- //c-~-c.::~.-c!.-~i-C~ zP ~A' e;
7 I Delegatlons of auth ort t y to the Da rect or from the ASS1S ant 

Secretary for Health and the Executlve Offlcer, PHS. In-
cluded are offlclal statements publlshed In the ~~~~~al 
Reglster wlth supportlng correspondence and other records 
which document succeSSlve changes In authorltles and rea-
sons therefore. Also lncluded are documents redelegatl0g
the authorlty of the Dlrector to subordlnates and records 
created In the development of and lnfluenclng declslons 
on these matters 

1'0.... COPle., mclucbng origiAaI, to be II1IhmiHeti to lIle liI'atioDai &claivea 16-69428-1 CiPO 



standard Form No. 115a 
"promulgated ~1-49 by
Oerrcral servlo s Administratloli ob No Page 6
The National Archives 

of if 3 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuanon Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

I 10 
ACTION TAKEN 

D~spos~t~on: 

a Off~c~al f~le 
Pol~c~-Per~nt. 
statements to the 
~ntervals Offer 
transfer to FRC 

ma~nta~ned ~n the D~v~s~on of ManagemeJt
Transfer a complete set of supersedEd

Federal Records Center at 10-year 
to Nat~onal Arch~ves 10 years after 

b Cop~es f~led ~n the BIDs and all other cop~es and 
correspo~ence-or papers wh1ch are notrelatedto the 
dec~s~on process for determ~n~ng delegat~ons of author it, . 

D~spos~t~on: 

Destroy 1 year after be~ng superseded or becom~ng obsole e. 

8. Redelegat~ons of author~t~es from 00 and BID off~c~als 
to subord~nates w~th~n the~r organ~zat~ons. 

D~spos~t~on: 

Off~c~al f~le - Destroy 10 years after be~ng superseded 
or d~scont~nued. Earl~er d~sposal ~s author~zed when no 
longer needed for adm~n~strat~ve reference 

Other cop~es - Destroy when d~scont~nued or superseded 
or no later than 1 year thereafter 

9 D~rect~ves f~les wh~ch cons~st of manuals, gu~des,
handbooks, c~rculars, and other ~ssuances establ~shed 
to announce or publ~sh pol~c~es and procedures. 

a The NIH Manual, Instruct~on and Informat~on Memorand 
NIH Gu~de for Grants & Contracts, and other d~rect~ves 
for NIH-w~de gu~dance wh~ch the D~v~s~on of Management
Pol~cy coord~nates, collects or ma~nta~ns 

(1) Record set of current, superseded and obsolete 
d~rect~ves ma~nta~ned by DMP 

, 

Permanent Transfer to Federal Records Center 5 
after becom~ng superseded or obsolete. Offer to 
Nat~onal Arch~ves 10 years after transfer to FRC 

yea s 

FoDlL'copies, bscladiDg original, to be nal>miH .... to the Natioaal }Ucluvell 



Standard ForDl No. 1150.
 
promulgated 9-1--49 by

Oenbral Servlet's .AdminIstratIOn Db No Page __ ..L.-_
 

The National Arcbives
 
of -Yl.. pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

98 DESCRIP110N OF ITEM7 10SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO ACTION TAKENJOB NO 

(2) Background documents for d~rect~ves ~ssuances su h 
as stud~es, suggest~ons, reports, determ~nat~ons of 
comm~ttees, ~nstruct~ons from h~gher author~ty and 
other documents wh~ch result ~n establ~shment of, 
rev~s~on to or term~nat~on of pol~c~es and procedures 

D~spos~t:..~~: 

Off~c~~~le - Destroy when related documents are 
sent to the Federal Records Center. 

Othe~op~e~ - Destroy no later than 1 year after 
becom~ng superseded or obsolete. Earl~er d~sposal 
~s author~zed 

b. D~rect~ves ~ssued at a BID or program level for Ilm~ILed 
area of ~nterest or w~th~n an organ~zat~on for ~nternal 
use or wh~ch restate pol~cy already publ~shed at the NIH 
level. Examples are Off~ce of Eng~neer~ng Serv~ces Manu~l. 
NHLI Adm~n~strat~ve Procedures Manual, NIH Comm~ttee 
Management Handbook, and s~m~lar d~rect~ves. 

Off~ce respons~ble for ~ssuance - Destroy ~nd~v~dual chap-
ters ,pages:-~ppfe;e~ts, etc. 5 years after bei.ng superr-
seded or becom~ng obsolete and the entlre ~ssuance 5 yea~s 
after terminat~on. Earl~er d~sposal ~s author~zed. 

All other cop~es - Destroy when superseded, obsolete 
or-no--longer needed for reference 

I 
10. R~port s Jd~~ I 

a. Reports on major programs related to the NIH m~ss~oj,
~nclud~ng those-to Congress-wh~ch are requ~red by statuf 
These reports conta~n program status ~nformat~on, sc~en 
t~f~c data, accompl~shments and stat~st~cal ~nformat~on 
Reports wh~ch have been publ~shed for d~str~but~on or I 
wh~ch are dupllcated ~n a permanent f~le are excluded. I 

::::::::':::e - Permanent Tran,fer to Federal Record, I, 

Cente~at 5-year ~ntervals. Offer to Nat~onal Arch~ves 
when 15 years old 

I 
FoIU copi •• , mcJuclmg origiDaJ, to be naIomiHeti to the Natio .. aJ }bebivea 16-69{28-1 QPO 



standard Fonn No. 115a 
Promulgated !)-1-49 by 
General Services Admimstratloll Job No _ Page 8
Tbe National Arcbives ---

Or~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuauon Sheet 

7 
ITEM NO 

8 DESCRiPTiON OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Other cop~es - Destroy after 2 years
author~zed 

Earl~er d~sposal 

(1) Feeder reports and other background information 
for ~tem a. 

lE 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

Destroy 2 years after consolidated report is submitted 

b Reports on adm~nlstratlve and serVice activities, 
show~ng status, accompl~shments, stat~stlcal data or 
projected plans, including feeder reports and background
informat~on 

11. 

~ff~~~~_flle - Destroy 2 years after calendar year in 
wh~ch issued. If essent~al for contlnu~ng operations
reference, may be held up to 3 add~tlonal years 

Other cop~es - Destroy when superseded or discontinued or 
no later than 1 year after issue. 

Operational Plann~ng System Files (Management by
Objectives), consisting of descriptions of Objectives
subm~tted by project managers, monthly reports to agency 
or higher level officials, and correspondence or other 
related documents 

All copies - Destroy
,;Sa~thor1~ed1f- no 

when 
lange! 

5 years
needed 

old. EftfireI 
fa! reference. 

Q1sposal 

12 Committees Flies created in the establishment, operationa~ documentation of the activities of NIH comm~ttees, 
boards, commiSSions, ad hoc groups and other appointed or 
organized bodies and of outside groups with which NIH I 

operations interface. Included are charters or authorltlfs, 
membership l~sts, agendas, minutes, reports, directives, 
correspondence and supporting papers related to the com-
mittee's operations All of the records named do not 
necessar~ly pertain to all committees. Flies of commit-
tees maintained by the Committee Management Offices are 
excluded from thiS series 

rolllL' copi .. , iDc1ucliDg origiDaJ, to be II1IlmUHed 10 the Natio"aJ &cbive8 



BtaDdard Form No. 1158 
promulgated 9-1--49 by 
Oefi,eral Servlc<;s .Admlo,stratiou obNo _ Page _9 _The NatIOnal Arc~,ves 

of ---li pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 8 DESCRIPTION OF ITEM 9 10JI ITEM NO (WITH INCLUSIVEDATES OR RETENTIONPERIODS) S~~~L~J'R ACTION TAKEN 

a F,le, of formally e'tabl"hed 'taff meet,ng' and oth~4----------I-----------
comm~ttees or groups at the agency or BID level wh~ch plaq,
gu~de or adv~se-on~report o~-rev~ew-efle(;t~veness I 
of overall agency pol~c~es and operat~ons Included
 
are OD Staff, Sc~ent~f~c D~rectors, Execut~ve Comm~ttee
 
for Extramural Affa~rs, Execut~ve Off~cers, and others
 

Off~c~al f~le - Permanent. Cut off f~le at the end of 
calendar year. After 3 years transfer to Federal Records 
Center Offer to Nat~onal Archives 10 years after
 
transfer to FRC.
 

Other cop~e~ - Destroy when 3 years old Ear l i.er d i spo s I
 
~s author~zed.
 

b F~les of techn~cal comm~ttees, staff groups or other 
organ~zed or ad hoc meet~ngs wh~ch have adv~sori or 
operat~ng respons~b~l~t~es for programs related to NIH's 
;~ss~on i~1b~omed~cal research and commun~cat~ons or of 
support act~v~t~es d~rectly related thereto. Examples 
are the Med~cal Board, Research Contract~ng Comm~ttee, 
Grants Management Adv~sory Comm~ttee, and Art~f~c~al 
Heart Assessment Panel. 

Off~c~al f~le - Permanent. Cut off f~le at end of
 
calendar year. Hold 3 years and transfer to Federal Reco ds
 
Center. Offer to Nat~onal Arch~ves 10 years after
 
transfer to FRC.
 

Other cop~es - Destroy when 3 years old. Earl~er d~sposa

is-iuthor:lzed
 

c F~les of comm~ttees and staff groups wh~ch adv~se on, 
conduct, or rev~ew the-adm~n~strat~ve-operat~ons of the I 
agency. Examples are Adm~n~strat~ve Tra~n~ng Comm~ttee, 
EEO Counc~l, and Central Serv~ce Task Force. I 

I 
Off~c~al f~le - Destroy when 10 years old 

I Other cop~es - Destroy when 3 years old Ear Li e r d i.s po s all
 
~s author~zed
 

I 
1'0 .... cople., iaclud.iag origiaal, 10 be II'IIl>.miHeci 10 tho Natioaal .lbchlveI! 16-69'28-1 GPO 

http:Earli.er


standard Form. No. 115a 
promulgated 9-1--49 by 
General servlees AdmIDlstratlon 
The NatIonal ArchIves 

ob No Page 10 

of ~.~ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

13. 

OFFICE OF PROGRAM PLANNING AND EVALUATION 
(Items 13-22) 

Pr~gram~lanning Files - Records created ~n the deter-
mination, development, establishment and review of NIH 
programs and ~n the review of the effectiveness and need 
for change ~n the statutory base of NIH activities. 

a. Studies, analyses, reports and correspondence which 
analyze national manpower and other resources for bio-
medical research, education and communication and which 
state projected requirements for them. 

Official file - Permanent. When a program becomes ~nac-
tive -or~ords are no longer needed for reference 
transfer to Federal Records Center. Offer to National 
Archives 15 years after transfer to FRC. 

All other copies - Destroy when no longer needed for 
referenc~------

I 

b. Stud~es, analyses, reports, and correspondence which 
document current and long-range plans for NIHls program
operations. Included are the Planning-Programming-
Budgeting-System files, the Program and Financial Plan 
files (Forward Plan), and the Annual Program Review. 

Disposition: 

Official file - Permanent. Review files at 5 year
vntervafS-and transfer those which are no longer needed 
for reference to the Federal Records Center. Offer to 
National Arch~ves 15 years after transfer to FRC. 

All~th~~_~~~~~ - Destroy when no longer needed for 
reference. 

14. Program Analys~s Files - Records created ~n the evalua-
tion-and-analysis-of-NIH programs and polic~es. Studies. 
analyses, reports, correspondence and statist~cal data 
created ~n the continuing analysis of NIH programs and 
policies. Included ~s the annual Research and Evalua-
t~on Plan (Health) and find~ngs of Congressional or 
Presidential study groups such as the President's Bio-
medical Research Panel. 

Fo .... copi •• , iIIclucliag original, to be InJImUHetI 10 the Notional &chivea 16-69US-l GPO 



standard Fol"Dl No. 115a 
Promulgated 9-1-49 by
OeI'.crsl Services .A.dmlnlstratlou .ob No Page 11The National Archives 

of--Upages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Dispos~tion: I 

Official file - Permanent. Review files at 5-year inter-
vals- and transfer those which are no longer needed for 
reference to the Federal Records Center Offer to 
National Archives 15 years after transfer to FRC. 

All other copies - Destroy when no longer needed forreference:------

9 
SAMPLE OR 

JOB NO 
I 10 

ACTION TAKEN 

15. Evaluation fund f~les document~ng expend~tures from the 
"Progra~Eval~ation -Set-Aside" for grants, contracts or 
other payments used for program evaluation activities. 
This item covers OPPE files and does not include records 
of the Div~sion of Financial Management. 

Destroy 
~s made 

5 years after fiscal year in which expend~ture 
or final payment is made on grant or contract. 

16. Project clearance files 
Federaf-Reports-Act:---

of records required by the 

Destroy 5 years after related form is superseded or 
terminated. 

Program Data Files - Records created for purposes of 
provlding-OD-NIH-and ad hoc inter-agency or intra-agency
comm~ttees with statistical and other data support for 
program or policy ~ssues affecting NIH and providing a 
reference source for reports or responses to requests
from Congressional committees, the Office of the 
Secretary, and others 

I 

17. NIH Basic Data Book, fiscal 
ai1dbTograph~es-oCNfHD1rectors 

history 
. 

data. b~bl~ograph~es 

~er~anent - Offer 
or when no longer 

to National 
needed for 

Archives 
reference. 

when 20 years old 'I 

I 
Fo,""copl•• , btclacliag origiaal, to be nalomitted 10 the Notional ArchiveJI 16-69W-l GPO 



Standard For:D1 No. 1158 
Promulgated ~1-49 by
Oer.cral services ,AdmlnlstratlOu ob No. Page_l_2__
The National Archives 

of ---ll pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

18. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Disposit~'2.I2.: 

Destroy when 10 years old. Earlier d~sposal is authorized 
~f no longer needed for reference. 

Speeches, graphic presentat~ons, reports and compilations
prepared ~n resp~nse to requests for information and 
which do not affect program or policy decisions. 

9 
SAMPLE OR 

JOB NO 
I 10 

ACTION TAKEN 

19. Source files 
and prepar~ng 

for reference use in responding to 
articles, speeches and reports. 

inquiries 

Destroy when obsolete or no longer needed for reference. 

Leg~slative L~aison Records - These records are created 
~n the analysis of legislation related to NIH programs anc 
program needs, the development of legislative proposals,
and other legislative liaison functions. 

20. 

Disposition: 

NIH Leg~slative History files of enacted legislation with 
supporting documents, including legislative proposals,
testimony before congressional committees, appropriations
and over-sight hearings, excerpts from the Congressional
Record and comm~ttee reports. Official file ~s ~n DHEW 
General Counsel Office. 

Transfer case files of legislation to inactive file when 
superseded or terminated. Destroy inactive file when 
15 years old. 

21. Legislative proposals which have not yet been enacted 
I~to law. Included are supporting documents such as 
testimony before congress~onal committees and studies 
assess~ng existing author~t~es to meet present and future 
program objectives. 

Review for disposal at least every 5 years and destroy
what ~s not needed for adm~nistrative reference. Earlier 
disposal ~s authorized. 

F01U"copl •• , iDclucliDg original, to be sabmiHed 10 the Natiollal .lbchivu 
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22.	 Legislative Highlights, Summaries of Congressional
Activities-and other reports or analyses of legislative
developments relevant to NIH programs compiled for 
information purposes. 

Destroy when 5 years old or when no longer needed
 
for administrative purposes, whichever is later.
 

OFFICE	 FOR PROTECTION FRCM RESEARCH RISKS 
-------- (Items 23-26)----

23.	 Assurance files of statements by organizations 
assuring compliance with P.L. 93-348 on the protection
of research subjects, human and animal, in the conduct 
of grants and contracts. 

a. Special assurance case files for individual grants

and contracts with supporting papers, including grant
 
or contract application, revisions or amendments to
 
the assurance, and related correspondence.
 

~£~i~~~~le - Place in inactive file on final payment
of contract, closeout of grant, or settlement of claims 
or litigation. Transfer each fiscal year file to 
Federal Records Center after 1 year ~n inactive file. 
Destroy 5 years after transfer to FRC. 

~~~er copies - Destroy no later than 2 years after final
 
payment, closeout, or settlement of claims or litigation

of related grant or contract.
 

b. General Assurance case files covering all DHEW-
sponsore~rg-rants or -contracts -of an organization.

Included are records related to preliminary negotiations,

signed assurances with revisions or amendments, related
 
correspondence, and other supporting documents.
 

Disposition: 

Official file - Place in inactive files on final payment
~r-close~ut of all contracts or grants covered by the j 
assurance or settlement of claims or litigation. Transf1r 

--------~----------
P01U' copies, iDclucI.iD.g original, to be :nalmtiHeti to the NaIiODa! IUclaiv ..	 ItT-69U8-1 GPO 
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each fiscal year f~le to Federal Records Center after 
1 year ~n inactive f~le. Destroy 5 years after transfer 
to FRC. 

Other copies - Destroy no later than 2 years after f~nal 
payment~l~seout, or settlement of claims or litigat~on
of all	 contracts or grants covered by the assurance. 

c. Case f~les of negotiations for assurance of com-
pl~ance which are withdrawn, not approved, or not completEd
for other reasons. 

Official f~le - Place ~n ~nact~ve file when the assurance 
or the related contract or grant ~s withdrawn, d~sapproved 
or otherwise inactivated. Transfer each fiscal year f~le 
to Federal Records Center after 1 year ~n inactive f~le. 
Destroy 5 years after transfer to FRC. 

Other copies - Destroy no later than 2 years after the 
assurance or the related contract or grant ~s withdrawn,
disapproved or otherwise inactivated. 

24.	 Cumulative List of Institut~ons ~n Compliance with policy
for protection from research risks, with supporting
documents. 

Offici~l hl~ - Disposal not authorized... ~A~'; /--i'&.c,;~<-d 

;;<-~~<:'Zt:"e- /' C1 V" d.£ ~v-.-
Other copies - Destroy when no longer needed for adm~nis-
trative reference. 

I 
INOT~!O NARS - These files could provide important legal

evidence ~n event of compla~nt of research injury. They
could be needed for a minimum of 30 years. Claims for 
injury from research can be made up to 10 years (varies
by state) after discovery. Evidence of injury may not I' 

appear for 20 or more years after research ~s conducted. 
The list ~s coded to indicate the authorizations and 
limitations under wh~ch research on human and animal 
subjects may be conducted by each institution. 

Fo .... copie., iDclucliDg orlgiDaJ, to be II1IlomiHed. 10 the NatiollaJ Ilachivea	 16-6~-1 GPO 
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25.	 Inquiries and compla~nts of violations on research 
supported. by NIH involving human subjects and animal 
subjects. 

Official file - Place in ~nact~ve file on f~nal payment
of-contract,-closeout of grant, or settlement of claims 
or litigation. Transfer each fiscal year file to Federal 
Records Center after 1 year in inactive file. Destroy
5 years after transfer to FRC. 

Other copies - Destroy no later than 2 years after final 
payment, closeout, or settlement of claims or litiga-
tion of related grant or contract. 

26.	 Reports of special site visits made for purposes of 
assuring that grantee-and-Contractor institutions are 
following NIH policy for protection of research sub-
jects and to respond to questions about the policy. 

Official file - Place in inactive f~le on final payment
of contract, closeout of grant, or settlement of claims 
or litigation. Transfer each fiscal year file to Federal 
Records Center after 1 year in inactive file. Destroy
5 years after transfer to FRC. 

Other copies - Destroy no later than 2 years after final 
payment, closeout, or settlement of claims or lit~gation
of related grant or contract. 

COMMUNICATIONS AND PUBLIC AFFAIRS RECORDS--------r ltems-2 7-29 Y---------

This portion of the schedule covers files of formally
des~gnated NIH communications and public affairs offices 
with responsibility for conduct of information activit~es 
of the	 agency or an organizat~on thereof. 

27.	 Formal ~nformational releases and publicat~ons, such as 
press-rereases~press'conference-transcripts, -official 
speeches, graphic progress presentations and indexes 
thereto, and the NIH Record. One complete set will be 
retained 

FoIU copi ... , baclucliug origbaal, 10 be nalmUHeci to the lITatiollal Aa-chivell 16-69t28-1 GPO 
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Offi~ial ~le - Permanent. Cut off file annually. Trans 
fer to Federal Records Center when 5 years old. Offer to 
National Archives when 15 years old. 

All other cop~es - Destroy 1 year after year ~n which pub
lished or presented. Earlier disposal ~s authorized. 

a. Background material including correspondence. 

Destroy when no longer needed for reference or when 
record set ~s transferred to Federal Records Center. 

All copies - Destroy when 3 months old. Earlier dis-
posai-rS-authorized. , 

29.	 Bibliographies, check lists and ~ndexes of NIH publi-
cations-and news releases, except those described ~n 
item 1 for formal informational releases. 

Disposition: 

All copies - Destroy when obsolete, superseded, or no 
longer-needed for reference. 

The NIH intramural program ~s responsible for conducting
research on the causes, diagnosis, prevention and treat-
ment of diseases ~n man and on the biological nature of 
fundamental life processes. Many of the records created 
~n these activities have continuing value to sc~entific 
research and, ~n some instances, are valuable to medical 
history. 

30.	 ~~cord~~}ntramur~l laboratoI~x..?-~linical_and field 
research projects obtained from studies in the biological 

Fo .... copi •• , bsclacliJlg origiAaJ, 10 be II1I.bmiH.... 10 the l!l'alioaaJ &cbive.l	 16-69-128-1 ,"PO 
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physlcal, medical, behavioral and environmental SClences 
and from blometrics and epidemiology. 

I 
a. Planning an~ Development Records for Research prOjectl. [ncluded are objectives, plans and protocols, clearances 
and authorizations, schedules, dlrectives and other 
lecords accumulated by the BIDs in establishlng research 

/,,,-projects.	 )', t 

Transfer to Federal Records Center 2 years after the 
project is completed or discontinued. Destroy 15 years
after transfer to FRC. Eat lier disposal is l!lt:lthM ized' 
l:f tl:!.e ~rQjeet leader determines they tfre-no longer
!1Peded for seieatiftc reference. 

b. Records of basic experimental and statistical data 
collected or developed for each research project. Any
or all of the following are included: logs, notebooks, 
cards, forms or other media on which observations and 
data are recorded; records on patients or normal 
volunteers of interviews, questionnaires, examinations, 
or laboratory tests, including machine readings and 
data from slides, speClmens or cultures; copies of 
abstracts of non-clinical records on individuals, such 
as birth and death certificates; records related to 
drug development, testing and evaluation; records 
created in processlng and analyzing data related to 
or resulting from the project, including indexes, code 
cards and sheets, charts, graphs, punch cards, computer
output ln paper or microfilm form, tabulations, dia-
grams or drawings, etc; and intermediate compilations
or analyses and progress reports with feeder reports
and background material. 

(1) Logs	 or notebooks used to record observations and 
data which contain evidence for establishing patent 
or invention rights. 

Transfer to Federal Records Center when no longer

needed for scientific or admlnistrative reference.
 
Destroy 20 years after transfer to FRC or after
 
settlement of any legal question, whichever is
 
later.
 

Fo .... copi •• , iIlclucliag origiDaI, to be ...m.uHed. to the Natioaal &c:bivea	 16-69.us-l GPO 
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(2) Records	 which have been published and all other recores
 
which are Judged to have no further reference value.
 
Included are logs, notebooks, comp~lations of data ane
 
statistics, patient records, progress reports and other
 
f~les related to the conduct of the project.
 

NOTE: The official medical records of Clinical Center 
patie~ts are not included ~n this ser~es. 

Disposition: 

Destroy when the project leader determines that the 
records have no further sc~entific value. Inactive 
files which have continuing reference value may be 
transferred to Federal Records Center with instructiors 
to rev~ew ~n 5 years for d~sposal or justification to 
hold longer. 

c. End products of each research project which report

findingS-and conclusions, document advancements in treat-
ment of disease or development of new medical devices or
 
are un~que clinical records which have potential value ~n
 
continuing research. Included are summary or final project

reports, article reprints, monographs, graph~c compilatiors


, and analyses.
I 

Dispos~tion: 

Pe~man~nt. Transfer one complete set to the Federal
 
Records Center. Offer to National Archives 20 years

after transfer to FRC.
 

NOTE TO NARS: The research projects are seldom set up as
 
case file~but rather, by broad areas of study. Since
 
research ~s continuous without defined case files, the
 
number of documents retained for a completed or discon-
tinued study is minimal. The NIH scientists consider
 

I these	 documents valuable for long-term medical references 

31.	 Technical Reference Files consisting of journals, repr in t s ,
 
reports from manufacturers of drugs, medical devices, and
 
other products related to medical research or from other I
 
government agencies or outside sources, and other medical
 
and sc~entific information. These f~les are used for
 
reference by the ~nvestigators.
 

F01U copi •• , blclucliDg original, to be InIlomiHetl to tJae Natiollal ","chives	 16-69~-1 QPO 
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Destroy when superseded, obsolete, or no longer needed
 
Eor reference.
 

EXTRA~URAL PROGRAM 
--rrtems 32-37)	 .-

Ihis portion of the schedule covers records created In
 
the administration of grants and awards supporting

nedical research and training authorized by 42 U.S. Code
 
Section 201 et seq. The HEW Grants Administration
 
Manual sets f~r~procedures for the administration
 
of grants, and Chapter 1-12 describes the documents
 
to be kept In the official grants case files and
 
the general program information files.
 

Grants Administration files of the Office of the Associat~
 
Director for Extramural Research and Training, created In
 
the development, operation, and review of the extramural
 
program. (Items 32-35).
 

32.	 Special Project Files of studies, surveys and reports

prepared-rn the planning, evaluation and review of and
 
reporting on the extramural program. Examples of subject

covered are peer review, centers survey, research careers
 
and human subjects In research.
 

Official file - Permanent. Transfer to Federal Records
 
Center~ro-year intervals. Offer to National Archives
 
15 years after transfer to FRC.
 

All other COPl~ of any part of this file - Destroy when
 
no longer needed for reference and no later than 5 years.
 

33.	 Files on Scientific and Educational Organizations which
 
cooperate with and advise NIH on manpower resources and
 
training needs for biomedical research. Included are
 
statistical data, reports, speeches, correspondence and
 
other documents containing information used In NIH program

considerations.
 

Fo..., copies, ....clllcliag original, to be II1IhmiHeci 10 the NatiOllaJ Jhchives	 111-69(28-1 GPO 
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DisposLtion: 

FLIes which influenced changes Ln NIH policy or procedure
Permanent. ReVLew files every 3 years and transfer inact 
files to Federal Records Center. Offer to National Archi 
15 years after transfer to FRC. 

All others - Destroy when no longer needed for administra 
tive reference or no later than when 3 years old. 

9 
SAMPLE OR 

JOB NO 

ve 
es 

10 
ACTION TAKEN 

34. Grants Appeal Case Files containing records of appeals by 
individuals related to decisions on grant applications. 
Included are appeal documents, correspondence, legal
opinions and documentation of fLnal decision. 

Official file - Destroy 6 years after calendar year Ln 
which case is closed. 

Other copies - Destroy 2 years after calendar year Ln 
which case LS closed. 

35. Grants Litigation Case Files, consisting of complaints,
all subsequent motions, interrogatories, affidavits,
investigations, legal arguments, appendices thereto, and 
other related documents. 

Official file - Destroy 6 years after calendar year in 
which case LS closed. 

Other copies - Destroy 2 years after calendar year in 
which case LS closed. 

36. 
I 

General Program Information FLIes maintained by the Grants 
Management(5fficers-.--fncl~ded are the program announce-
ment, program management procedures, terms and conditions,
instructions to evaluators, list of evaluators and com-
pilation of application ratings. I 
a. All grants and awards except construction grants. 

FoIU copi •• , bsclacliDg original, to be II1IIm1iH.... 10 the Naliollal Alrc:Jaivea 16-69{28-1 GPO 
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Disposition: 

Place ~n inactive file on close-out of grant or resolu-
tion of audit findings. Transfer each fiscal year file 
to Federal Records Center after 1 year ~n inactive file. 
Destroy 9 years after transfer to FRC. 

b. Construction grants. 

Disposition: 

Place ~n inactive file on close-out of grant or resolu-
tion of audit findings. Transfer each fiscal year file 
to Federal Records Center after 1 year ~n inactive file. 
Destroy 14 years after transfer to FRC. 

37. Grants Case Files - Each bureau, institute and division 
maintains its grant files, and the Division of Research 
Grants has cop~es of parts of the files. For purposes
of records disposal the following definitions will apply: 

Termination or completion - the date when all work under 
a grant ~s completed or the date when Federal assistance 
ends. 

Closeout - the process by which it ~s determined that all 
applicable administrative actions and all required work 
of the grant have been completed by the grantee and NIH. 

a. Files on all funded grants and awards, including
research project grants, fellowships, training grants,
general research support grants, program projects, center 
grants, demonstration grants, national research serv~ce 
awards and similar types of grants and awards, except
construction grants. 

(1) The official files are individual case folders 
containing the total application, summary of review 
actions, award notices, progress reports, financial 
records, audit reports, close-out documents and 
other supporting and related papers maintained as 
an identifiable entity. National research serv~ce 
award files should include payback records. 

Disposition: 

Place ~n inactive file on close-out of grant. Transf~r 

Po .... copI •• , laoh.diag origbaal, to be nIondHeci 10 tJa. II'callo.al ..... oJai... 16-59428-1 GPO 
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each fiscal year file to Federal Records Center after 
1 year in inactive file. Destroy 5 years after trans 
fer to FRC. 

(2)	 Division of Research Grants and BID initial reVLew 
records and copies of other records from the official 
files. 

Disposition: 

Destroy no later than 1 year after the relevant 
official file is closed by the BID. 

(3) Progress	 reports which are not part of the official 
grant file. 

(a) Copies maintained Ln an organized subject file. 

Disposition: 

Destroy when no longer needed. 

(b) Copies filed by grant or award number. 

Disposition: 

Destroy no later than 1 year after the relevant 
official file is closed by the BID. 

b. Files on all unfunded grants and awards, including
disapproved, withdrawn and non-funded applications. 

(1)	 Official case file containing the total application,
summary of review actions and notification to the 
applicant that no award will be made. 

Disposition: 

Place in inactive file when the applicant is notified 
that no award will be made or when the application is 
withdrawn. Transfer each fiscal year to Federal 
Records Center after 1 year Ln inactive file. Destroy
5 years after transfer to FRC. 

(2) Copies	 of records on unfunded grants and awards held py
Division of Reseach Grants and other initial review 
groups. 

9. 
SAMPLE	 OR 

JOB NO ACTION TAKEN 

1'_ copie., iIlclaclillg ozIgiIlal, to be nJmIiHeti to the Natio.aI JbeJd". 16-69428-1 GPO 
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Disposition: 

Destroy when no longer needed 
years after the applicant has 
award will be made. 

and no later 
been notified 

than 2 
that no 

c. 

(1) 

(2) 

Construction grants 

Official case file 

Disposition: 

Place Ln inactive file on close-out of grant.
Transfer each fiscal year file to Federal Records 
Center after 2 years Ln inactive file. Destroy
13 years after transfer to FRC. 

Other copies 

Disposition: 

Destroy when no longer needed for administrative 
reference and no later than 3 years after the 
official file LS closed. 

38. 

DIVISION OF RESEARCH GRANTS 
(Items 38-40) 

Grants Associates Program files - the grants associates 
program LS a one-year training program administered by
the Division of Research Grants for the purpose of 
developing scientist-administrators. 

a. Candidates files of applications for grants associate 
positions, consisting of letters indicating interest,
S.F. 171, C.V. 's and correspondence. 

Disposition: 

Destroy when 3 years old if candidate has not become 
a grants associate. 

b. Grants associates case files, consisting of copies
of application, selection and appointment documents. 

FOIII'copiu, bacl .. cliDg odgbaal, to be nJomiHetl 10 "'0 l\I'alioaal JhcW"ea lo-~9US--l GPO 
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Disposition: 

Destroy 2 years after completion of grants associate 
appointment. 

39.	 Research Analysis and Evaluation Files created in the
 
planning, decision-making and continuing evaluation of
 
the extramural program. Included are documents re-
lated to the analysis of trends and needs in scientific
 
fields and to reporting on the status of support and
 
accomplishments.
 

Disposition: 

Official file - Permanent. Transfer to Federal Records 
Center	 when 5 years old. Offer to National Archives 
when 25 years old. 

Other copies - Destroy when no longer needed for 
administrative reference. 

40.	 Minutes of scientific review meetings conducted by study
 
sections for initial review of grant applications, filed
 
alphabetically by study section. A record set should be
 
maintained to serve as a history of federal support of
 
research by medical category.
 

Disposition: 

Official file - Permanent. Maintain in active file for 
duration of NIH extramural program. When no longer
needed	 for administrative reference, offer to National 
Archives. 

Other copies - Destroy when no longer needed for 
administrative reference. 

COMMITTEE MANAGEMENT OFFICE 
(Items 41-49) 

These files are created in carrying out the management an~ 
control of advisory committees as required by P.L. 92-463,
the Federal Advisory Committee Act. Committee management
activities include the establishment of, appointment of 
members to, and operation and termination of chartered 

9 10.SAMPLE OR 
JOB NO ACTION TAKEN 

Fo_ copie., lacJad.iag origbaaJ, to 1MnIondttecl to tho Nalio.a1 a.oldvea	 1&-69428-1 GPO 
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public advisory groups. For purposes of this document 
the term "committee" means any committee, council, board, 
or similar group established and utilized by NIH in the 
interest of obtaining advice. 

41.	 Semi-annual publication, "NIH Public Advisory Groups, " 
listing authority, functions, structure and membership
of each public advisory group. 

Disposition: 

NIH CMO copy - Permanent. Offer to National Archives 
when agency or committee management function 1S dis-
continued. 

Other copies - Destroy when superseded or no longer
needed. 

42.	 Data files. These are computer runs containing
statistical information about the Committee Management
Program. They are updated monthly. 

Disposition: 

All copies - Destroy when superseded or no longer
needed for reference. 

43.	 Approval documents for Committees appointed by the 
Director, NIH, including C.V.'s, requests for approval
of nominee for public advisory committee, approving
memoranda with Office of Internal Security clearance 
and other papers related to the approval of persons
for nomination to committee membership. 

Disposition: 

NIH CMO copy - Transfer to Federal Records Center 1 year
after member completes assignment, the request for 
approval 1S disapproved, or nominee declines the 1nV1-
tat ion. Destroy 5 years after transfer to FRC. 

All other copies - Destroy 1 year after one of the above 
conditions has been met. 

9
 
SAMPLE OR
 

JOB NO 

10. 
ACTION TAKEN 
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44.	 lpproval documents for Committees appointed by the 
Secretary (councils, boards, etc.), including invita-
tions to serve, letters of acceptance or rejection,
lominations, and other papers related to getting the 
Secretary's approval for membership on a council. 

Disposition: 

NIH CMO copy - Transfer to Federal Records Center 
1 year after nomLnee completes assignment, the request
for approval LS disapproved, or nominee declines the 
invitation. Destroy 5 years after transfer to FRC. 

All other copies - Destroy one year after one of the 
above conditions has been met. 

45.	 Appointment documents for individual committee members 
maintained by BID Committee Management Officer, including
invitation letter, acceptance or declination letter,
affidavits of appointment, declaration of appointee,
and other official appointment papers. 

Disposition: 

1ransfer to Federal Records Center 1 year after member 
completes assignment. Destroy 5 years after transfer 
to FRC. 

46.	 Confidential Statement of Employment and Financial 
Interests, Form HEW 474, located in BID committee manage-
ment offices. File current statements separate from 
other documents in confidential binders by committee 
or council. When member submits updated statement or 
completes committee responsibility, file previous state-
ments alphabetically by name Ln separate confidential 
folders. 

Disposition: 

Destroy 6 years after the member completes his committee 
responsibilities or resigns from the committee. 
Destruction should be by burning, shredding or other 
mutilation. 

r_ "pi.., IBc1acliAg origizaal, to be nJandHed to the Na..... a1 Alrcld....	 16-69428-1 capo 
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47.	 Charters of NIH Advisory Committees. The original charte 
and all renewal charters, with supporting papers, authori 
zing the initiation or continuation of a committee. 

Disposition: 

BID copy - Permanent. File 1n the case file for the 
individual committee. 

NIH CMO copy - Destroy 2 years after committee 1S 
discontinued. 

Other cop1es - Destroy when superseded or no longer
needed, or committee 1S discontinued. 

48.	 Individual Committee Records. These records are main-
tained by the cognizant BID for managing the operations
of its advisory committees. Included are official 
charters, membership lists, agendas, minutes, reports and 
other supporting papers pertinent to the history of the 
committee. 

Disposition: 

Official file located in BID having committee responsi-
bility. Permanent. Place in inactive file when committe 
1S discontinued or when charter 1S renewed. Transfer to 
Federal Records Center 2 years after the calendar year 1n 
which the file became inactive. Offer to National 
Archives 20 years after transfer to FRC. 

Other cop1es of documents contained 1n individual com-
mittee	 records. Destroy 2 years after meetings covered 
by a charter or renewal unless other disposal 1S indi-
cated 1n this schedule. Earlier disposal 1S authorized. 

a. Stenographers' notebooks, tape recordings or other 
media on which proceedings are recorded during meetings. 

Disposition: 

Destroy when minutes are approved and distributed. 

b. Meeting notices published 1n the Federal Register. 

FOlD"co..... , bad.diIIg origbaaJ, 10 bo nhmiHeti to the Natioaal AzaWv.	 111--69428-1 GPO 
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Disposition: 

Destroy when related 
Records Center. 

file 1S transferred to Federal 

49. Committee Financial Records 

a. Chairman's Grants Files maintained in the BIDs to 
document financial expenditures of committees. Included 
are vouchers and receipts for expenses related to pre-
liminary review of applications, site visits and other 
authorized committee activities. This item does not 
cover copies of financial records maintained by Division 
of Financial Management. 

Disposition: 

Place 1n inactive file when final payment is made. 
Transfer each fiscal year file to Federel Records 
Center after 1 year 1n inactive file. Destroy 5 years
after transfer to FRC. 

b. Time cards, travel vouchers and other documents llsed 
to claim reimbursement for committee members for con-
sultant fees and other expenses related to committee 
responsibilities. This item does not cover copies of 
financial records maintained by Division of Financial 
Management. 

Disposition: 

Place 1n inactive file when final payment is made. 
Transfer each fiscal year file to Federal Records 
Center after 1 year 1n inactive file. Destroy 5 years 
after transfer to FRC. 

FOGARTY INTERNATIONAL CENTER 
(Items 50-59) 

NIH's international programs are conducted by the Fogart,
International Center (FIC) under authority of the Inter-
national Health Research Act of 1960 (P.L. 86-610),
Section 2(1). FIC and the BIDs maintain files related 
to the international programs, cooperative agreements
with other nations, and other records on participation
in biomedical, behavioral and health sciences at the 
international level. Included are files related to the 

POD&'copIu, Iad.diDg origlaaJ, 10 be nJamlHed 10 the Nolioluol .!boW" .. 16-60428-1 GPO 
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support of training, research and conferences for inter-
national science and research, and the collection and
 
publication of information on health problems, health
 
research and other health-related activities outside of
 
the United States.
 

50.	 International Conferences and Meetings files consisting
of official proceedings of international conferences and 
meetings sponsored, conducted or coordinated by FIC and 
published in the FIC Proceedings ser~es or other form. 

Disposition: 

FIC copy - Permanent. Transfer official file to 
Federal Records Center three years after publication.
Offer to National Archives 20 years after transfer 
to FRC. 

Other copies - Destroy 2 years after year ~n which
 
published. Earlier disposal ~s authorized.
 

51.	 Bilateral International agreements with other countries 
for conducting collaborative research and international 
cooperation. Official file ~s in FIC unless requested
by the State Department. 

Disposition: 

FIC copy - Permanent. Transfer to Federal Records Center 
two years after completion of related activity or term-
ination of agreement. Offer to National Archives 10 
years after transfer to FRC. 

52.	 Gorgas Memorial Institute of Tropical Diseases and 
Preventive Medicine files documenting FIC role ~n its 
operation and financing. 

a. Statements of policy, congressional correspondence

which affected decisions on policy, instructions for
 
conducting research programs.
 

Disposition: 

Permanent. Transfer inactive records to Federal Records 
Center	 at 5-year intervals. Offer to National Archives 
15 years after transfer to FRC. 

1'0.... copi •• , lacJaclillg origbaal, to be nlmdHed 10 the Natioaal.lll'oW" .. 1&-~9428-1 GPO 
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b. Memoranda requesting payment, copies of allowance 
documents, and copies of annual reports to Congress. 

Disposition: 

Destroy when 5 years old. 

53.	 Special Foreign Currency Program (P.L. 480) files 
documenting all NIH P.L. 480 projects in the bio-
medical SC1ences. 

a. The official case file which should be retained for 
each foreign program should contain the signed agreement,
award documents, a copy of each published document and 
final reports or project summar1es. 

Disposition: 

Official file - ile!llillheflt:. Transfer to Federal Records 
Center	 3 years aft~~fi~~l .~~ in which project 1S 
terminated. OffeF~~~~¥chives 10 years after 
transfer to FRC. 

(1)	 Progress reports, correspondence, statistical data,
and copies of payment records. 

Disposition: 

Destroy 3 years after fiscal year in which project
1S terminated. Earlier disposal 1S authorized for 
all but payment records. 

b. Official payment records are filed 1n Office of 
International Health, PHS. 

NOTE TO NARS: The published material referred to 1n a. 
above, 1S published in the foreign country and usually
1S not available 1n the scientific and technical infor-
mation exchange sources unless it represents significant 
or outstanding findings. 

54.	 Visiting Program Files 

a. Case files on Visiting Scientists or Associates (ser-
vice fellows) who are sponsored by a BID to conduct 
research at NIH. 

9
 
SAMPLE OR
 

JOB NO
 

10.
 
ACTION TAKEN
 

Fcnu copiu, IIIcJadiag ori.... a1, to Joe ..mmiHed to the Natleaal ,lbcldv ..	 16-69428-1 GPO 
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Disposition: 

Official file located ~n sponsoring BID Personnel office 
maintain and transfer to Federal Personnel Records Center 
~n accordance with instructions in Federal Personnel 
Manual. 

FIC file. After individual completes serv~ce at NIH,
place case file ~n an inactive file. At 5-year inter-
vals, microfilm the history card and any document which 
is judged to be essential from case files which have 
been inactive 5 years or more. Destroy the case file,
including the history card when the microfilm has been 
examined and accepted. Destroy microfilm copies when 
no longer needed for administrative or historical 
reference. 

b. Case files on Visiting Fellows (regular fellows)
who are sponsored by a BID to rece~ve postdoctoral
research training. 

Disposition: 

Official file located in FIC - after individual completes
training, place case file ~n an inactive file. At 5-year
intervals, microfilm the history card and any document 
which ~s judged to be essential from case files which 
have been inactive 5 years or more. Destroy the entire 
case file, including the history card when the microfilm 
has been examined and accepted. Destroy microfilm copies
when no longer needed for administrative or historical 
reference. 

55.	 Guest Worker Program files - case files on individual 
outstanding scientists who have been authorized by a BID 
to utilize NIH research facilities. 

Disposition: 

Official file - located ~n sponsoring BID. Destroy 2 yea s 
after year ~n which individual completes work at NIH. 

FIC file - Destroy 4 years after individual completes wor 
at NIH. Earlier disposal ~s authorized. 

Fo.... copi .. , lada.w.g odglaaJ, 10" 8DhndIIetlio the NaliollCll Aa-dd..... 16-69428-1 GPO 
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56. Expert Series Program files - case 
experts who are sponsored by a BID 
at NIH. 

files on individual 
to conduct research 

Disposition: 

Official file located 1n BID - Destroy 2 years after 
year in which individual completes work at NIH unless 
individual accepts Civil Service appointment, in which 
case file 1S transferred to appropriate Personnel 
office. 

FIC file - Destroy 4 
work at NIH. Earlier 

years after individual completes
disposal 1S authorized. 

57. Visitors Program files - case files of individual or 
group visits to NIH to tour the facility, visit 
research areas, or for other informational purposes. 

Disposition: 

FIC file - Destroy case file 2 years after FY in which 
summary fiscal report 1S prepared. Hold cross refer-
ence name and country cards until no longer needed for 
administrative or historical reference. 

Other 
visit 

copies - Destroy
occurred. 

1 year after year 1n which 

58. International Exchange Program files consisting of case 
files with supporting documents for the international 
exchange programs sponsored, coordinated or adminis-
tered by FIC. Case files contain recommendations for 
grants, applications, review actions, award notice 
correspondence and financial records. Included are 
files of the World Health Organization Fellowship
Selection Committee, Swedish Medical Research Council 
Fellowships, Swiss National Science Foundation Fellow-
ships, and other international exchange programs. 

Disposition: 

Official file in FIC - Place 1n inactive file when case 
1S closed. Transfer each fiscal year file to Federal 
Records Center after 1 year 1n inactive file. Destroy
5 years after transfer to FRC. 

Fcnu- copi•• , lael.cliDg odglaal, to be IlllllmiHed 10 the l'IatioDal .!kohl ... 16-69428-1 GPO 
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Other copies - Destroy 2 years after the fiscal year ~n 
which case ~s closed. 

a. State Department Clearances for foreign individuals 
and American and foreign research contracts or grants.
The official file ~s retained by the BID ~n the appro-
priate case or program file. 

Disposition: 

Official copy - Destroy 6 years after fiscal year ~n 
which related activity ~s completed. 

FIC copy - Destroy 1 year after fiscal year ~n which 
related activity ~s completed. 

59.	 International Research Fellowship, Senior International 
Fellowships, and Fogarty Scholars-in-Residence case 
files for awards made under the NIH Extramural Program.
Included are the applications, review actions, award 
notices, financial records, close-out documents, and 
audit reports, if any. 

Disposition: 

Place ~n inactive file when case ~s closed. Transfer 
each fiscal year file to Federal Records Center after 
1 year	 1n inactive file. Destroy 5 years after 
transfer to FRC. 

DIVISION OF ENGINEERING SERVICES 
(Items 60-63) 

The Division of Engineering Services plans and conducts 
a program of design, construction, operation and main-
tenance of NIH facilities. 

60.	 Architectural and Engineering Drawings consisting of 
master tracings and acceptable reproducibles which 
reflect architectural, structural and topographical
details. The drawings include details on building
approaches, electrical, mechanical, a1r conditioning
and elevator information. These drawings are m1cro-
filmed and the originals are stored in the Federal 
Records Center. The disposal instructions apply to . . / -riii i6paper records and m~crof1lm'-r > ~3£:C • 

1'.- copl•• , laeladillg orfgbaaJ, to be saJmUHed 10 lJae NatioaaJ &cw ..... 16-59428-1 OPO 
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60.	 I. Design and Constr0ction drawings of buildings

constructed by NIH with historical, administrati e,

architectural, and scientific st gnlr i.c-mc e as ou -
linen in General Records Schedule 22, rya~es 5-6.
 

a. Original oa')er 0resentation drawings, site
 
Jlans, elevations, floor Jlans, and selected drav-
ings of interior details having artistic, scien-
tific or technolo~ical significance.
 

PEm'l1\ NFNT. Offer to NtRS when no longer
needed for o')eration of buildinp.:sor after mi-
crofilming. 

b. All other oa8er drawings of interior detai s
 
such as mechanical and electrical systems and a1
 
duolicate drawings such as blueorints.
 

Destroy when no longer needed for oJeraticn
 
of building.
 

c. Microfilm c01ies of drawin~s. 

PERr1ANENT. Offer NA RS one mas ter and one
 
duolicate reference microfilm. /P M-- ~~~~
................... ~ 

t/~- /9'7 '7 {rr'/?:7~ /#/- //.- \...-"'-c:l1bJ 

II. Design and construction drawinp.;sin JaGer anc
 
microfilm format of remainin~ buildings construc
 
ted or leased by NIH which have not been selectee
 
for their significance.
 

Destroy wh en no longer needed for ooer-at i cn
 
of the building.
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a~~ Drawings listed in the National Register
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of 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

Permanent. 
needed for 

b. All other 

Contract case files for construction and renovation 
of buildings, consisting of copies of contracts with 
correspondence and reports related to administration 
of construction contracts for new facilities and for 
alteration, renovation, maintenance and repair of K 

existing buildings and grounds.( 5.1?r' ,,~/.~
r c?~~r-.ka~./. 

a. Transactions of more than $2,000. r--~~ ~ 
~ ~/ ..:z ~ 

Disposition: 

Destroy on._.~~olition, completion of s 
proce~~, except that they may be turn 
ne~9wner or custodian at his request . 

./ 

Disposition: 

Transfer to Federal Records Center 2 years after 
fiscal year in which final payment is made. Destroy
3 years after transfer to FRC. Check with originating
agency before making destruction. 

b. Transactions of $2,000 or less. ~ ~~~ 

Disposition: 

Destroy 3 years after fiscal year 1n which final 
payment is made. 

c. Task orders on master contracts. 

/ 

0_ ,....c~>VI'--9.u:J~ 

97S--..), 

Disposition: 

Destroy 3 years after related work 1S completed. 

r_ copie., bacJadiDg origiaal, to be -.JamiHed 10 the NatioBai Aa-oW". 1&-69428-1 GPO 
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62. Work request files for buildings and equipment construc-
tion, alteration and maintenance services, excluding
fiscal copies of the Division of Financial Management. 

a. Minor work shop order 

Disposition: 

Destroy 1 year after related work ~s completed. 

b. Maintenance order 

Disposition: 

Destroy 3 months after work ~s completed. 

c. Single shop order 

Disposition: 

Destroy 3 years after work ~s completed. 

d. Shop order for combined shop work and 

Disposition: 

Destroy 4 years after work ~s completed. 

e. Shop order for work done by contract 

Disposition: 

Destroy 4 years after work ~s completed. 

f. Cancelled documents related to any of 

Disposition: 

Destroy 1 year after cancellation. 

contract 

the above. 

63. Equipment History files maintained to record key
identification, engineering data and replacement
parts information for the primary systems and equip-
ment maintained and operated by Plant Engineering
Branch and for use in the preventive maintenance 
program on them. 

rOW! copie., ladadills oziglaal, to be II1IlamiHed 10 the Nolioaal Alrcld ..... 16-69428-1 OPO 
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Destroy when 
longer used. 

related equipment 1S replaced or no 

OD FILES (Office of the Director, NIH) 

64. Information copies of correspondence, reports, minutes 
of meetings and other documents maintained in the OD 
Files for source reference for the Director and his 
staff . 

Disposition: 

Destroy all files when 10 years old, except those which 
are needed for reference with active projects. Earlier 
disposal 1S authorized. 

NOTE: Official files in the Director's File 
specifically identified in the schedule. 

Room are 

65. Correspondence with the public 

a. Acknowledgements and transmittals of inquiries and 
requests that have been referred elsewhere for reply. 

Disposition: 

Dispose 3 months after acknowledgement and referral, 

b. Requests for information involving no administrative 
action, no policy decisions, no special compilations or 
research and requests for transmittal of publications,
photographs and other informational literature. 

Disposition: 

Dispose 3 months after transmittal or reply. 

c. Anonymous letters, letters of commendation, complaint
criticism and suggestions and replies thereto, excluding
those on the basis of which investigations were made or 
administrative action taken and those incorporated 1n 
individual subject files or personnel records. 

Disposition: 

Dispose when 3 months old. 

F....... cople., laeladiDg origbaal, 10 bo nlamiHecl 10 the NalioaaJ A¥cld ..... Ur"6~1 ClPO
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d. Letters of complaint or other matter involving
prospective litigation, including administrative claims. 

Disposition: 

Destroy 6 years after calendar year ~n which response
is made or file is closed. 

EQUAL EMPLOYMENT OPPORTUNITY FILES 
(Items 66-72) 

66.	 Affirmative Action Plans, outlining proposed actions for 
overcoming NIH equal employment problems. Included are 
supporting papers such as correspondence, minutes of 
meetings where plans are discussed, AAP's of individual 
BIDs, progress reports and evaluations. 

Disposition: 

EEO Office - gest:t6, when 10 year 5 old. 

BID copies - fresEF6, wheR 5 ,ears 01&. 

Other copies - Destroy when 2 years old. Earlier 
disposal is authorized. 

67.	 Special Program files, including records on programs
sponsored or operated by the EEO Office, such as the 
Federal Women's Program, ethnic cultural programs and 
training programs. 

Disposition: 

Destroy all cop~es when 5 years old. Copies ~n 
the BIDs or other locations may be destroyed earlier 
if no longer needed for reference. 

68.	 Complaints Case files of formal complaints of discrimi-
nation. Individual case files containing the complaint,
the counselor's report, investigative records, trans-
cript of hearings, appeals examiner's decisions, and 
other supporting papers. 

Fo... copiQ, lachacliDg odgbaal, to be InIlmdHed to dae Nalloaal Jbchiv"	 1&-69428-1 GPO 
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D~spos~t~on: 

Official EEO file - In accordance with GRS 1/26, destroy 
4 years after final decision on case., .wftether resolved 
wiEAia	 BHEU at ]" eivil conrI 

a. Background documents related to the case but not
 
included ~n the case file.
 

Disposition: 

Official EEO file - Destroy 3 years after final adjustment 

All other cop~es of any part of the case file - Destroy

I year after final adjustment.
 

69.	 Informal Complaints Case files of complaints settled 
within NIH. Documents included are complaints, counselor'~ 
report, correspondence and other documents related to 
processing the case. 

Disposition: 
~ 5'A7..J' ~ /d~ £~-~~ 

Official file - Beser6, 3 yeats after ~ettlement of the 

Other cop~es - BestIOy 1 year after settlement: of 
eompiaint. 

70.	 Grievance files - These are individual case files of 
employee grievances, which include the original grievance
and documents developed ~n investigating and resolving
the case. 

Disposition: 

All copies - Destroy 3 years after the file is closed. 

71.	 Adverse Action Files - These are individual case files 
on adverse actions. Included are all supporting and 
related papers. 

All copies - Destroy 4 years after the file ~s closed. 

rOD&' capie., ladllcliDg origbaal, to be IIIIlmdHetl 10 the Naliollal .&.roW".	 16-69428-1 GPO 
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72. 

73. 

74. 

EEO Advisory Council files, including minutes of meetings
and supporting records such as committee reports, corres 
pondence discussing relevant issues, recommendations of 
the council and other related records. 

Disposition: 

EEO Office file - Destroy when 5 years old. 

Other copies - Destroy when no longer needed for referen~e 
and no later than 5 years. 

MACHINE-READABLE RECORDS 

Correspondence Control System of the NIH Executive 
Secretariat. These magnetic tapes provide a corresponde~ce
locator, follow-up control and subject reference for 
correspondence received in the Office of the Director. 
The file contains listings of names of individuals who 
request information from NIH, document numbers assigned
to correspondence, dates and subjects. Input ~s from 
incoming and outgoing correspondence on a daily basis. 
Completed files are retired from the master file to 
the history file when 60 days old. Printouts are pro-
vided to the Executive Secretariat daily. 

Disposition: 

Destroy history file tapes when 2 years old. Earlier 
disposal is authorized. 

National Trends in Health R&D Support. This system
contains data on national and Federal obligations for th~ 
support of health research and development. The file 
includes information on Federal health R&D by perform-
ance component (grants/contracts), fields of science,
and individual medical school or institution of higher
education, as well as summary data on industry, state 
governments and private non-profit health R&D by 
source and performer. Interagency Reports are the 
source for Federal information, and there are various 
sources in the other sectors for the national data. 
The file provides data for the NIH Almanac and for 
the publication, Dollars for Health R&D. Federal 
totals are updated annually, with breakdown bi-annually.
The data for the other sectors is updated annually. 
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97.	 8 DESCRIPTION OF ITEM 
SAMPLE OR ITEM NO	 (WITH INCLUSIVEDATES OR RETENTIONPERIODS) ACTION TAKENJOB NO 

Disposition: d~7: ~..i'~~ /?cJ ~.J<-;J'~ _ 
/J ~~ y't?-1.r-- a~ /:J:7 / /7/ ~~~ ~"'~ -d:---eC-.a--, 

Master f~le - PermanEnt. Offer to Nat1:9flal .. n:l;U,Y88 \lAeft 
as leftgel heeded by MfR. 

:ge-Cl:llftefltat ie>IL Permanent. Offer ts Natisflal Arehives 
-w-rth mas Le r file. 

75.	 Reporting of DHEW Obligations to Institutions of Higher
Education and Other Non-Profit Organizations. This is 
a system of data on obligations for all HEW agencies by
recipient, object and fields of sc~ence for sc~ence 
training grants, fellowships and R&D in universities 
and colleges. Input is from IMPAC for NIH data,
financial management and budget offices for other HEW 
agencies and from other sources. The system serves as 
the DHEW portion of a government-wide annual review of 
Federal obligations to institutions of higher education 
and other non-profit organizations as required by the 
National Science Foundation Act of 1950. 

Disposition: ~~	 ~~ /2c' /~~V 
/J L.L~~ Vg"'...-1.,....-- ~~'#4' ; /2 /.~dZ4-i2: < J!]/dd -a..a--a..,.,t'-a..:

~{aKe~1:le (fst' &3 and header fi 1es) ~rman-e _. 7 
ctffCI ~a Natianai At chives when IiO lOflge~eded by NIH. 

I>o-ettmentatiafi PellllauenL. Offer to Natiofial Archives 
wi£fl master file. 

76.	 Information for Management, Planning, Analysis and 
Coordination\IMPAC) - This is a central extramural data 
system administered by the Division of Research Grants,
NIH, which includes Health Services Administration,
Health Resources Administration, Food and Drug
Administration, Center for Disease Control, and 
Alcohol, Drug Abuse and Mental Health Administration. 
It contains initial review group actions, council 
actions, awarding unit actions, and other individual 
grant information taken from applications, awards and 
other grant and contract records. The data is used 
for preparing publications, listings and tabulations;
administrative purposes such as fiscal operations,
budgeting and program planning; public information 
and responses to inquiries; and research analysis. 
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9.7. 10.SAMPLE ORITEM NO ACTION TAKENJOB NO 

D~spos~t~on: ;0> ..i;;tU£a7 7» /7 21_ 7~::a 

. ,/?~ Y,eU.-- ~h~ 
• Mastel F:tle of stat' stl cal and-summary f-.i.18s Pe+mane.nt-:--

9ffet to National Archives ",hen no longer neededufor 
referenee by NIH. 

77.	 Computer Retrieval of Information on Scientific
 
Projects (CRISP) - This is a computer system containing

information about the scientific and fiscal aspects of
 
research contracts and grants supported by NIH and
 
other Public Health Service agencies. It serves as a
 
scientific data base from which reports to all levels
 
of management can be prepared and where scientists and
 
administrators of science programs can obtain answers
 
to a wide range of inquiries. It contains scientific
 
descriptors, project identification, title, initial
 
review group, principal investigator, fiscal year

and award amounts taken from awarded grant applica-
tions and progress reports, negotiated contracts and
 
progress reports, and intramural annual reports and
 
individual project descriptions.
 

78.	 Research, Research Training, Fellowships and Constructio 
Applications and Awards - These magnetic tapes contain 
information by BID (bureau, institute, division) which is 
extracted from the IMPAC system for individual BID use 
in administering the grants program and for responding
to information requests. Included are grant applications
and review history, awards, financial records, progress
reports and correspondence, which are obtained from the 
applicant, outside reviewers and internal staff. 
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7. 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

to. 
ACTION TAKEN 

Disposition: 

Destroy magnetic tapes
needed for reference. 

when superseded or no longer 

79. Senior International Fellowship Lists of persons
selected by Fogarty International Center for study
abroad in the senior international fellowship progrram.
These magnetic tapes contain name, fellowship number,
education, employment history and references supplied
by applicants to the program. The list ~s used for 
administrative and payment purposes. 

Disposition: 

Destroy magnetic tapes when superseded or no longer
needed for reference. 

80. Scholars Lists of persons participating in the NIH 
scholarship program conducted by Fogarty International 
Center. These magnetic tapes contain name, education 
and employment history obtained from invitees and 
recommendations from reference sources. The list is 
used for administrative reference. 

Disposition: 

Destroy magnetic tapes
needed for reference. 

when superseded or no longer 
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